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Student Data Upload
Updating My Students

Pearson Access Training for
TN-Achievement Spring 2009 %
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Student Data Upload

» As of January 2314, Pearson uploaded your
student’s required data from a file received from

EIS.

- Required Data included:
* Last Name
* First Name
* Date of Birth
» Social Security Number
» Unique Student Identification Number
* Ethnicity
- Gender
* Grade




Student Data Upload

* Purpose of the student data upload?
- NEW for Spring 2009!l

All public and state students taking the
TN-Achievement test will receive a Pre
ID answer document for students that

were successfully uploaded in Pearson
Access by 2/2/09.
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What fields show on
Pre-ID?

Only certain REQUIRED demographics will print on the Pre-
ID area of the student's answer document:

- Last Name

- First Name

- Date of Birth

- Efthnicity

- Gender

- Grade

- Last 4 digits of student's USID
- System Name and Code

- School Name and Code




Sample of Pre-ID area
on Answer Document

piteststudentiastd, pitestfirstd D
USID: #***x¥xg753 Grade: 03

DOB: 05/07/1998 Gender: M Ethnicity: B
System: Sample County

School : Sample School

00821-0020

LN

000000000-1
Seq: 00010
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What will you need to write /
grid on the Answer
Document?

» Even with Pre-ID you are still
required to write:
- Teacher Name
- System Name
- School Name
- Test Version
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What happened between
1/23/09 and 2/2/09

+ System and School Testing
coordinators were instructed to
review their list of students that
were loaded into Pearson Access
based on information provided by
EIS.
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1/23/09 thru 2/2/09
(continued)

» If students were missing or no longer
at your school or system should have
been updated those students

* If any REQUIRED information was
incorrect, edits should have been
made to those required fields.
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Required Fields
what came be updated?

* Required fields that could be updated
included:
- Last Name - example misspelling or changed
- First Name - misspelled
- Data of Birth - Incorrect
- Ethnicity - Incorrect
- Gender - Incorrect

- Social Security - Incorrect or missing
populated with all zero's.
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What Required fields

can not be updated?

» Unique Student Identification
(USID)

- The USID that was received on the EIS
data file is the state assigned USID.

- USID are not to be changed

- If you believe a student has an
incorrect USID you must contact TDOE.
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So what about the other

student demographics’?

+ EIS data file only included the required
student information

* What are the "additional demographics”
that were not included?:

OTTher' Programs - 504 Service Plan/Gifted/Migrant
etc.

- Title I

- ESL Services

- Special Education

- Accommodations - ELL or Special
- Modified Format Test

’\
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Who has the
additional student
information?

As System and School Testing
Coordinators you know your student’s
best and should have that
information.
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How long do I have to

make my updates?

+ Starting today, 2/9/09 through 3/20/09
updates can be made in Pearson Access.

- NOTE CHANGE from 3/16/09 to 3/20/09

+ After 3/20/09 you will need to write and
grid the student answer document
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So how do I update my student's
additional demographics?

There are three ways you can update
your student’'s additional
demographic information in Pearson
Access.

1. Enter information on a student data file
extract and reload in Pearson Access
(Reverse SDU)

2. Enter the information individually at the

student level in Pearson Access

. Wprite and Grid each answer document as

you have in the past




Reverse SDU

+ A reverse student data upload
otherwise known as reverse SDU is
taking your student's information
that is already in Pearson Access and
adding to that information.
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What will need to perform
the Reverse SDU?

* In order to update your student’s
using the reverse SDU process you
will need access to Pearson Access

- System Testing Coordinators received
their initial access by 1/15/09

- System Testing Coordinators set up
access for their School Testing
Coordinators
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What else will you need

for Reverse SDU?

» List of you students and their additional
demographic information
- Some Systems/School have this information

stored electronically in student management
data base

- Some Systems/School have this information
stored manually in student files.

- Up to date student information in Pearson
Access.




What else will you need for
Reverse SDU? (continued)

You will also want the SDU template
located in Pearson Access in under
the Support tab under Resources:

Tennezzes Hone = PEMSobfiong Sacire

MIWM@;M

Hofme Smdent Data Test Satiup Test Managemsent L

Curent organization: Tennesses Dept of Education hangs sganizaties

Help

Support

The Support scieen provides & -
est Setu
range of syslem suppost ratarialz, P Contact Us

Intludingfreuuemrraghed Email Customes Support:
questions (FAQZ) aboul difMenend TCAPACHEBSUpRCH pRarson

funchions, how 10 contac! Pesrgon

. . . Call Customer Suppeort:

il v @ quistion, and various BEB-21T-EE55

downloadable resaurces, such as Bl

produc manuals, lemolates, and B Mor-Fri B:30 AM (CETia &X
IC3T)

tulosials

Resources




What else will you need for
Reverse SDU? (continued)

» The SDU template can be found
under the Template tab in the excel
format:

Tennes e Homa = PEMS0RRONS: Secire

Your Account | Adrninisicatie Managerment | Support | Logout

Home Student [kata Test Satup Test Managemnanm Test Results

Current organization: Temnessee Dept of BEducaton chings siganizises

H-IP “B|M'M'P¢?QHMBS
Resources
suppﬂ.“ T Begur 80 Sudood

Thie Suppon screen provides @ Lass o —— Dowank waining | Wor Kelweats
range of syslem suppor malenals, ContactLls
Templates

including frepuanity asked Emalll Customer Suppor:
queshons [FAQs) abowt difarent TC

. SR AT HE s Lpport e aon.
funcHana, how s conkict Pearso 3 Student Upload Temalate Spring 2008 un .
iy haee & gueslion, and vafous 3335175653
dowmiloadable resources, such as Hours avsilabls
product manuals, lemplatas, and Ton-Fri 6;30 Al (C5T) to 730
tutoriaks. (CET)

FAQs

Q@ Getting Started
@ Shuclent Dabs
G Orders

@ Adminstretiees




How do I pull the most
current student information
in Pearson Access

1. Log into Pearson Access

2. Home Page access Test
Management tab.



https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studentdata_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testsetup_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testresults_overview_page

Pulling currently student data
from Pearson Access
(continued)

+ Select Student Registration under
the Test Management tab:

Student Data

Home

Test Setup Test Management

Test Results

Overview Student Registration  Resolve Student Test Alerts

Current arganization: M

Home = Test Management Crverviesy
<@ d

Test Management Overview
TN ACH Spring 2009 change

4 Beturn to Home

and
ed

Student Registration a2
- = =ion stucde Ol nline tests

* |pdate student demographic data before testing
& “ievy student courts by administration

__» Resolve Student Test Alerts sy AT

® Examine and resolve issues with completed tests



https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studentdata_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testsetup_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testresults_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page

Pulling currently student data
from Pearson Access
(continued)

* Within the Student Registration tab,
you will click the Request
Registration File box

TN AT oSy UV chnange
n
reglstarad to: I Eeturn to Test Mansgement
ID label (for View By () Schools () Classes (&) Registered Studerts () Unregistered Students
1, ar
o) | #— Hide Search 0 Students Selected
‘0 main ways Mame starts with |Iast name, first name |
it URERI: Unique Student ID (USID) starts with | |
swhen a
ALl I R ] Zchool starts with | |
nts are
dally already .

Grade is -~
es and tests Ok —
aded student — EE; =

Click on Request [

Reqgistraion File Clod R
it data is -
fie. not by CO=how all Students
nt data filed,
nts ﬁ | 51 Request Registration File
e sl B M B Uni student ID (USID ¥ schi
8, then the ame nique Studen [ )} cho
n ho — PR



https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FrequestStudRegFile&wsrp-mode=&wsrp-windowState=
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page

Pulling currently student data
from Pearson Access
(continued)

* You will be prompted with a pop-up
box asking if you are sure of your
request, click yes



https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=_action%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FrequestStudRegFile%26_next%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FviewController.jsp&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FsaveReqStudRegFile&wsrp-mode=&wsrp-windowState=
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=_action%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FrequestStudRegFile%26_next%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FviewController.jsp&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FviewRegStudents&wsrp-mode=&wsrp-windowState=

ph |

Pulling currently student data
from Pearson Access
(continued)

+ After submitting your request you
will receive an email when you file is
posted:

Dear Tzer,
Ton are recenving this emaidl to notfy you that your Student Eegistration File Extract has completed and iz ready for wou to download.

Froject Tenmesses
Test Admindstranon TN ACH Spring 2009
Crgamzaticn: ANDERSCN COTTINTY (0001000007

To wiew and download wour file chick on the follownng link or cut and paste it mto wour browser
hitpfcat pearsonaccess comipearsonaccessfappmenagernhome? nfpb=truefs pagelabel=pa? testresults publishedreports page

If you hawve questions, contact the Pearson Support Center at TCAPACH@support pearson. com of 1-888-817-8658.




Pulling currently student data
from Pearson Access
(continued)

* You will click on the hyperlink to
access your file:

Dear Tser,
Teon are recennng this emaid to notify wou that your Stdent Eegistration File Extract has completed and 12 ready for yvou to download.

Project Tennesses
Test Admmastrahon: TN ACH Sprmg 2009
Crrganizatien: ANDERSON COUNTY (0001 00000)

To wew and download your file chick on the followmng ink or cut and paste it mto your
http¥cat pearsonaccess comfpearsonaccess/ap

If wou have questions, contact the Pearson Support Center at TCAFACH@support pear




Pulling currently student data
from Pearson Access
(continued)

- Your file will be located in Pearson
Access under the Test Results
tab/Published Reports

H*- “.D_!:E: - 1lll-u Fegfy = Hutdect e Seportx
Published Raeports
& B to Toes Resuts Click here

Wi By g Pashien Soesteey Peuhiir: Soihuool .




Pulling currently student data
from Pearson Access
(continued)

* You will be provided the link to your
Student RZQISTI"GTIOH File Extract:

e e CEEORD DIRNTY cases s macam s

I H kit thrie - [l Pslie @ el Seel P ol
Reaport List
Fl.ll!ll h-dl-p-ulrtl TH ACH Spring 2009 Cregs
lllllllllll AT T | il 2 et
_'.J S ’.Il ' Vi e ool i) Sl &
Ll Rl Nl s BEOEORD CoRm Yy
grwrdasows sl mreded
i
¢ o Ca Eapaem 1 EM Sl Begiiiation
Pt Pa e iy e e | File in CSW format
ko (BB repa e e w A L

lllllllllllll - Pamis 1




What do I do with my
file?

* Once you have requested your
student registration file, you will
want to save it on a secure drive so

you can start making your updates.
3

YWhile files from the [ntermet can be uzeful, zome files can patentially
harm pour computer. IF you do not trust the source, do not open or

zave thig file, What's the risk?




What do I do with my
file? (continued)

» Save your file so you can begin your
work:

Save in: | <= Local Disk [C: & O & £ M-
IC2) 452 ac6a20b02 1 cB0F321 34980046 I MSOCaches
__‘J I Beainfo My WebEx Document
et Corifig -Msi LMo Problems
I _ychedl i Personal
e I Diskricks amd Schools 2006 = PO
@ I Dvoecurmenits and Satcimgs I Program Fies
Deskbop CELS RECYCLER
I EFOugenit [ Reports 2003
: ILOExpense Repo CaRFP
_____;l? I Extractad Filkes i spooieriogs
IC S Extracted Files (2) I Start Menu
by D ocumenits:
i EyFocUs =y svstem Loads k_2
I InbedinF | System VWollame Inforr
g’ I Janit: WINDOWS
[ ] |
By Compubes
%
. File resrmes: StudentF =z 0109

My Metwork Sawve as pe: :_hrl'_':l;dt Office Excel Comma Separsted Vel |




File Formats

* In order to make updates to your
student registration file and reload
intfo Pearson Access you must either
retain the file format or put the data
fields back to their acceptable
formats.

A@‘




Saving your file formats

* To save your file formats from your
CSV file, you first must change your
file to a txt file.

+ After you save your file, you can open
the folder where it is saved:

Download complate

v
e | Diowenload Compleke

Sawed:
LIF4DB0DACHE . cov From cak. pearsonaccess, Com

Downloaded: 7.91 KB in 1 s&c

Dowrdoad bo: CiiSEudentFilelz. 06,09, csv
Transfer rakte: 7.91 KBfSec

[(ioze this dhalog box when downioad completes




Saving your file formats

» Right click on your file to view
proper"nes

Liderit Iv- GO oy
i 'il:':_': C f'l:Ei E:::EE' Conmmna ...
| 4 KB
Print
L it LD & FDF
i




Saving your file formats

* In the upper box that contains your
file name, you wil
txt

Studem FileD?.06.09.cav Properiies

Oerenal | Sacunty

&)

T e ol hlle

Ol wah

Locahon
Sam

Sow on dizk

Craaied
HModgned

Apoerred

Sammary

ShferiFiel?

Mezosait DFice Evesl Comma Separ sted Valuss Fil

[38] Microzoh Office Excel l Changs

C:\Shadert Fies
7.591 KB [B.106 kstes)
£.00 KB (8,152 byts]

T odlay. Fabnsay 05, 2005, 414 27 PW
T oday, Febrewy 05, 2009 41427 PW

Today, Febraay 05, 2003, 4. 235 PM

[Advarced. |

[l Beadorly [ ] Hidden

T buz b care from ancther i
compuinr and might b blocked o l_ e I'—.. |
Feelp prolect e compubes

[ ox ][ coen |

change the csv to

StudeniFile02.06.09.csw Proparties

Type of Bla

Operie vtk

Laocation:

Siper

Craaled
Modified

Accessed

Altnibibes:

Seourty:

Size an disk:

Geresal | Sacuity | Summany

ShadentFils2 0603 8

Mzicesndt Office E weel Comma Separsed VYabies Fil

@ Mazrasolt Olfice Exosl Change

C:\Studert Fies
791 KB [B.908 bates]
00 KB [B.192 butes]

Todday, Fabiuse 06, 2009, 41427 PM
Today, Febiusey 06, 2009, 4:14:27 PM

Today, Febary 05, 2009, 43235 PM

[(IReadonky [ Hidden [ianeatisl |
This file came hom 2rother — e,
compier erd might be blockedto L_Urbiock |
help protect this compuber

I. Ok ] | Carneel ]




Saving your file formats

» After you change your file to txt,
click OK.

* You will receive a pop up asking you
again if you want to change, click yes.

==

IS ey e S e L e bl T

= TN I [ Y e e

[ e e




Saving your file format
(continued)

- Your csv file is now shown as a txt
format file

ShudentFile02, 06,09,k
Text Document:
o kb

ey

A@‘

l




Working with your txt
file
* Once you have saved your file as txt,
you will want to open using Excel.

* Open an Excel window

* In the upper left-hand corner click
on open

+ Select your student file in txt
format

;‘@‘




Working with your txt
file (continued)

* You may need to select View All Files
in the file type area to bring up your

Lt =
tttttttttttt v@-@a @ X cuE-
_3 | ___J lfl udentFile0z, 06,09, kxt
eeeeeeeeeeee : Text Docurment
oooooooo Date Modified: 206/2009 4:14 PM
. Size: 7.91 KB
= N  Deskiop
ey | My Documenks
MMMMMMMM
== I j! File name: 1 r |
= ¥ | My Metwoaork
‘ Places Files of k. R | | aaaaa
25 | 4%
M, A Sheetz # Sheet2 5 £




Working with your txt
file (continued)

» Click open to open your file in excel

* You will now have the Text Import
Wizard Step 1 of 3 pop-up:

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delimited.

If this is correct, choose Mext, or choose the data bvpe that best describes vour data.
2riginal daka type
Chonse the file bvpe that best describes vour data:

@el|m|te - Characters such as commas or kabs separate each field,
) Fixed width - Fields are aligned in columns with spaces between each field,
Stark impork ak row: 1 S File arigin: 437 : OEM United States A

Prewiew of file C:iStudent FilesStudentFile0z. 06,09, kxt,

chsp09, A, 00020,0053, 04, LNAMECa=scaded, FHAMECascaded , A,111111000
chsp09, A, 00020,0053,03, LNAMECascadeE , FHAMECascadeE , A,111112000
chsp09, A, 00020,0053,03, LNAMECascadeE , FHAMECascadeE , A,111112000
chsp09, A, 00020,0053,03, LNAMECascadeE , FHAMECascadeE , A,111112000
chsp09, A, 00020, 0053, 03, LHAMECascadeE, FHAMECascadeE, A, 111112000(

*

Mext = | [ Finish

I I L o T |




Working with your txt
file (continued)

- You will want to click on the radio
button for Delimited if not selected
since the columns are separated by

Text Import Wizard - S5tep 1 of 3

The Text Wizard has determined that wour data is Delimited.

If this is correct, choose Mext, or choose the data bype that best describes vour daka,
Original data tvpe
Choose the file tvpe that best describes wour daka:

O] - Charackers such as commas or tabs separate each Field.
) Fixed width - Fields are aligned in columns with spaces between each field,
Skart import ak row: 1 S File arigin: 437 1 OEM United States 4

Prewiew af file C:yStudent Files\StudentFile0z 06,09, txk,

lbchsp0S A, 00020,0053, 04, LNAMECascaded , FNAMECascaded, &,111111000
lbchsp0S A, 00020,0053,03, LNAMECascadeE, FNAMECascadeE, &, 111112000
mchsp09, A, 00020,0053, 03, LHAMECascadeE , FNAMECascadeE , A&, 111112000
mchsp09, A, 00020,0053, 03, LHAMECascadeE , FNAMECascadeE , A&, 111112000
mchsp09, A, 00020, 0053, 03, LUAMECascadeE , FNAMECascadeE A, 111112000 o

>

[ mext= || Einish

HHE0E




Working with your txt

file (continued)

» Click next to go to step 2

+ Click the delimiter box for comma and
your file will automatically separate into
Co I umns‘ Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters wour data contains, Yoo can see
b wiour ket is affecked in the preview below,
Drelimiters . -
S : [] Treat consecutive delimiters as one
Tab [ semicolon Q:-mma
[1space [ ]other: Texk gualifier: e
Data preview
ch=p03 pooz0 poLEz o4 LNAMECascadeAWFHAMECascadel 111 A
ch=p03 pooz0 oLz o3 LNAMECascadeRB AMECa=scadeB 111
ch=p03 pooz0 oLz o3 LNAMECascadeRB ECascadelB 111
chsp0s poozo poLEz p3 LNAMECa=cadeE ECascadeR 111
chsp03 OOoE0 poLkz pz LNAMECascadeE Cascadel [L11] -
< >
[ Cancel ] [ < Back r Mext = Einish




Working with your txt

file (continued)

+ Select next to go to step 3

* To keep the leading zero's in your file
you will need o make sure you keep
the column data format as txt.

* In step 3 you will see that your
headers on your columns show
general.

;‘@‘




Working with your txt
file (continued)

- Select the radio button for Text

- Your first column now shows Text in
the header:

Text Import Wizard - 5tep 3 of 3

This screen lets wou select each column and set Column data Farmat
the Data Format. ) General

‘General converks numeric values to numbers, date  (2)iText:
values to dates, and all remaining walues to text.

) Do not import column {skip}

[Daka preview

Gonsral L"venﬂ.r.al L‘venﬂx.ien.*”l
LNAMECascaded FHAMECascadeld 1l 5
LMAMECascadeR [FHAMECascadsBR n11
LMAMECascadeR [FHAMECascadeB n11
LMAMECascadel [FHAMECascadeB n11
achsp03 (B LNAMECascadeE FHAMECascadeE L11] s

Cancel ” « Back




Working with your txt
file (continued)

* Your text format needs to be carried
over to all your columns

» To do this you can scroll the bar at
the bottom of the columns to the end
of your columns.

» While holding the shift key, click on
the header of the last column

;‘@‘




Working with your txt
file (continued)

» This will highlight your columns.

» Select the radio button for Text to
convert the data from general to

Text Import Wizard - Step 3 of 3




Working with your txt
file (continued)

* You have now completed the Text
wizard.

» Click Finish to open your file in excel

This screen leks wou select each column and set Colurmn daka Farmat
the Data Format. ) General
‘General' conwerts numeric values ko numbers, date () Text
values to dates, and all remaining walues ko kexk. O pate: | MDY e

) Do not jmpart column (skip)

Daka prewview

e
11111000

11111001

11111001 E
11111001 : O [ i
11111001 0 ) I




Working with your Excel
file
Your file is now in the excel format.

You may need to widen your columns

to view all your data, example column
I which is SSN data:

A | 8B | ¢ | o e ] F | 6 | W [ 1 | 4 | W | L | wm | N | o | =
1 |ach=sp02 A 20 53 4| LMNAMECa FMAMEC A 1T 11E+HIS 11111000 12122000 W F
_ 2 |achsp09 A 20 53 3| LMWAMECa FRNAMEC A 1. 11E-+D5 11111001 12122000 %W F a 1/ Jor
_3 |achsp09 A 20 53 3 LMAMECa FMNAMECa A 1.11E-+HIS 11111001 | 12122000 W F o 1 B
_ 4 |achsp02 A 20 53 3| LMNAMECa FNAMEC A T 11E+HIS 11111001 12122000 W F a 1/ Mo
_ 5 |achsp09 A 20 53 3| LMWAMECa FRNAMEC A 1. 11E-+D5 11111001 12122000 %W F a 1 hr
_B |achsp09 A 20 53 3 LMAMECa FMNAMECa A 1.11E-+HIS 11111002 12122000 W F o 1 Jor
7 |ach=sp02 A 20 53 3| LMNAMECa FNAMEC A T 11E+HIS 11111002 12122000 W F a 1 ]
_ 8 |achsp09 A 20 53 3| LMWAMECa FRNAMEC A 1. 11E-+05 11111002 12122000 %W F a 1/ Mo
_9 |achsp09 A 20 53 3 LMAMECa FMNAMECa A 1.11E-+HIS 11111002 12122000 W F o 1 Mr
10 fachsp02 A 20 53 3| LMNAMECa FNAMEC A 1. 11E+HIS 11111004 12122000 W F a 1 ]
11 Jachsp09 A 20 53 3| LMWAMECa FRNAMEC A 1. 11E-+05 11111004 12122000 4 F a 1/ Mo
12 |achsp09 A 20 3 LMAMECa FMNAMECa A 1.11E-+HI8 111110058 12122000 W F o 1 B
13 fach=p02 A 20 53' ILNAMECa FMNAMECE A T 11E+HIS 11111005 12122000 W F a 1/ Mo
14 Jachsp03 A 20 3 LMAMECa FRNAMEC A 1. 1ME+05 11111006 12122000 % F a 1
15 |achsp09 A 20 53 B LMAMECa FMNAMECa A 1.11E-+HI8 11113000 12122000 W F o 1 Mo
16
id
BN
13|
20|
21
-

4 4+ ]\ Studentfile02.06.09 £ ?



Working with your
Excel file (continued)

* You are ready to start making your
updates.

» To assist you with the data fields of
your file you will want to either
insert the header row from the SDU
template in your file first row using
the copy insert function.

;‘@‘




Working with your
Excel file (continued)

» Or you can copy and paste your file
on to the SDU template.

A& |BlCc|D 1 ] =
% o = -i
182 z g
2 2 § = =
E (.2 |E z -
E (5058 s £|8
E % = Z = & o |m
T 1518|218 - 5[5«
W w 3 i@ ==
1| = = E‘ a3 & g o | &
[
b lon co
A Copy
Y Paste
7 Paste Special. .
ccccccccccc
1 Delete
’\\ 1 Clear Contents
1
_ —1_‘:" Foemat Cels...,
-l 1 Fcaw Heighe...
~ i e
_1 Urbide
18
19
\ (LI |
\

W
v vy sheetl J sheetz fsheets [/ < |



* By using the template you will
to use the help comments wit

Working with your
Excel file (continued)

column

be able
eac

| A B C D jE F J K LM N O P =
L A il =
= e !
‘—3 '§ ) £ E 'E
s e |3 = = o S | = S
E E | = = = = 8l |2 =
] =y = £ = _ 'E = - T2 = =
= |8 5 |5 3 Z| 3 £ |22 |= 2 <
E ] = K = ‘5 [am] g o S 3 = 5
T | BE s = = o = = =l |3 =g G
[ _! = ] = = T ey ] P =]
E|ELE = = 2 2 £ = ==z |5 28 z
1 — = & = E oA = [l == [
_2 lechoplas 20 53 4 LNAMECascaded FhAMECascedas A 111111000 11111000 12122000 W F
3 |schspl9e A 20 53 3 LNAMECascadeB FMAMECascadaB A 111112000 11111007 12122000 W | F 0 1 Jones
4 |achspld A 20 53 3 LNAMECascadeD FHAMECascadaB 4 111112000 11111007 12122000 'W F 0 1 Math
& lachspld A 20 53 3 LMNAMECascadeB FrAMECascadaB A 111112000 11191001 12122000 |'vw F 0 1 Mo Class Mame
_B |achsplo A 20 53 3 LNAMECascadeB FMAMECascadeB A 111112000 11111007 12122000 W F O 1 Mirs Teacher
7 |achspl3 A 20 &3 3 LNAMWECascadeC FHNAMECascadaC & 111113000 11111002 12122000 W F 0 1 Jones
_ B jachsplE A 20 53 3 LNAMECascadeC FHAMECascedeC A 111113000 111179002 12122000 W F 0. 1 Math
-8 |achsplais, 20 53 3 LNAMECascadeC FMAMECascedaC A 111113000, 11111002 12122000 W F 0 1 Mo Class Mame
10 |achspl2 A 20 53 3 LNAWECascadeC FMAMECascadaC & 111113000 11111002 12122000 W F O 1 hirs Teacher
11 [achspls A, 20 53 3 LNaMECascadeE FHAaMECascadeE & 111115000 11111004 12122000 W F 0 1 Math
12 jachapls A 20 53 3 LNAMECascadeE FrAMECascadeE A  1111715000] 11111004 12122000 W F 0 1 Mo Class Mame
13 |schspld A 20 53 3 LNAWECazcadeF FHAMECazscadeaF A 111118000 11111005 12122000 W F 0 1 Math
14 ial:hspl]:! o, 20 53 3 LNAMECascadeF FHAMECascadaF & 111118000 111191008 12122000 W F 0 1 Ma Class Mame
15 |achspl2 A, 20 53 3 LNAMECascade FMAMECascades A 111177000 11111006 127122000 W F o 1
16 [achspl3 A 20 53 B LNAMECascaded FhAMECasceda A 111132000 11113000 12122000 W F 0 1 Mo Class Mame
1r
18
19 ] w
W o4 » wSheetl / Shestz  sheeta f < - |



Making your updates

* You can continue to make updates to
the additional demographics on your
student data

[ L M N[O P Q| R T | U (VI IW| X Y| Z|AAAB| AC | AD | AE |AF |AGIAH| Al |AJLAKIAL ATD
& & | - - | - - b | - - | R | - - o - - e o e - ™
Optianak DO of (o | e Ju
a FIOT SELECT IF | e | | @ |
= STUDENT 15 a ol el Ll SR R R
- 5 S g lE2lZ2|lg8 s |=|=E|=®]|z
= - E L',; 1 =TAS Direct £ -% -% TEr' -% E EE E _;
™ = @ Service = r ] k-] == |a £
8 |5zl=|2 53 zlel2 | Tl ElE o IR HHHEEE L
= | z z 3 i R L B~ 3|2 (2|95 w |ed| 2 |2 |5|2|6 (2537
N HHFE zlzlz |25|25[5|BI5(H]2|E] 2 22| 3 |3|3|5 |2 5] |2];
1 g w|& |- [= o = | = |= l—IZLL')gL._EII.LIL_.L.:I'.-'.IE_IL.Jl.I.II.I.ILI.It".I'.-""l:-‘ZIIZCLI
[Ezizoow F -
3 (12122000 F 0 1 Jones
4 1212200W F 0 1 Math T & Lo Pareet Services
5 2122000 W F 0 1 Mo Class Mama
B |[1T2422000°W F 0| 1 Mrs Teacher
7 (12122000 F 0 1 Jones
8 12122000 W F 0 1 kaih
9 12122000 F 0 1 Mo Class Mame
10 12922000 W F 0 1 BArs Teacher
11 [12122000'W |F 0 1 Mlath
12 12122000 W F O] 1|Mo Clags Narne
13 12122000 |F 0 1 Math
14 2122000 W F O] 1|Mo Class Name
15 12122000 W F o 1
16 12122000 W F 0 1|Mo Class Mama
17|
18
19 -
W 4 b Wi Sheetl { sheet2 f Sheata / < ¥



Saving your updates

 When you have finished making your
updates, you will now need to save
your file as a csv file which is the
only file format acceptable for
uploading back to Pearson Access

A@‘



Saving your updates
(continued)

- REMEMBER TO REMOVE THE
HEADERI!!

[ LIM|N] @ P Q|R| S T | WV W[ H[Y| I A8 AB| AC | AD | AE | AF [AG|AH) Al |AJ|AK|AL A
2 A AR
z S lelalz|E|Ele]E]
B 3 3 | E(EIEIEIEIEIE(E
= = 8 B 5|2 2 |z L E K] E EE E
& T = 7 = oo =B EE EEEEEE%E
- = i & | = oo 3 =l 2 elo|a
3 o - £ Ele|g | B| |21 |2]3 B3 5 |5|5(5|2|2[2|2:
& =E E = £ K s 35| & |E8|8(8(3 151555
G Rate 4 5% sl=lz [zE|2|8|E|E|z(0)Lleld 85 2 |ZIXI2IE|E|E3
Padte Specel...  § |8 2 A EHERREEFFIEEEEREREIEIEIREEE
2 Irsert 1 1 1
| Jones
o Dot lp 1 Maih 1 1
TH | Cearcoptents o pg Class Name
B S pomat Calls, . 0 1 Mrs Teacher 1 1
7| 0 1 .Janes
_B Fiows Height. . . 0 1 Math
E Hide 0 1 Mo Class Name
11 ki O 1 Mrs Teacher 1
1 TV TEETOOTYr T 11 Math 2 1 1
12 (1122000 F | O 1 Ma Class MName 1
1312122000 [F 0 1 Math 0
14 (1122000 F | O 1 Mo Class Narme
158 [12122000W F | O 1 1
16 (12122000 W F 0 1 Mo Class Name

7]
18|
1

W 4 v w0 Updatedstudentdatafilen2 o000 § Sheeta [ Sheatd [/ I« » |



Saving your updates
(con’rmued)

S T Y- lalrl & | T lulwiw|x|¥|ZlaslaB]l aC | A0 | AE | AF |aGiaH] Al ladiaxiag
1 1 - =

. - | !

4] Sawm U Sderd Fles w @O X [y IE Tedk~
i< Sl ipdabederucenidet sfe0R . 9,00, 5y 1 1

6 | L

r My Rscent

8l Diocumesnks

R .

il I rl‘ 2 ] i
11

i a

13

14

15 Hva;f-em

16 |

17

18 'il

19 My Computer

20 v

2l & L ;

pame e T e e e w

E:- My Nabwork - _i'_'f_

3 Flyoss S 0 DD gy (o delimibad ) 05w o Caniel

24

25 ¢

F.of

27

- o

a4+ W Updatedstudentdatatien? 09,00 | Sheetz | Sheets < .




Saving your updates

(continued)

* When saving as a csv file, you will
receive a various pop-up's click ok to
continue to save

Microsoft Excel El

The selected File bvpe does nok suppork workbooks that contain mulkiple sheets,

) E + To save anly the active sheet, click Ok,
L » To save all sheets, save them individually using a different file name Far each, ar choase a file bvpe that supparks

rulkiple sheets,

ok ] Cancel ]

Microsoft Excel fgl

Ilpdatedstudentdatafile0z.09.09, csv may contain Features that are not compatible with C5% {Comma delimited), Do
wou want ko keep the waorkbook in this format?

\1’) « To keep this Farmat, which leaves ouk any incompatible Features, click Yes,
« To preserve the features, click Mo, Then save a copy in the latest Excel Format.
+ To see what might be lost, click,

 Yes [ Mo ] [ Help ]




Changing your file format
without saving as a txt

» If you don't have the option to save
your file as a txt or if you feel
uncomfortable with the steps you
need to take. You can also reformat
your columns to set up your formats
with leading zeros.

4@‘




Changing your file format
without saving as a txt
(continued)

+ After making your updates, you can format
your cells to put the leading zeros back in
columns:

- C - System Code
- D - School Code
- E-Grade
- I-SSN
- J-USID
- K- DOB
4@‘




Changing your file format
without saving as a txt
(continued)

» The required lengths for these columns

are as follows:
- C - System Code 5 digits
- D - School Code 4 digits
- E - Grade 2 digits
- I - SSN 9 digits
- J - USID 9 digits
- K- DOB 8 digits

4@‘




Changing your file format
without saving as a txt
(continued)

» To reformat your column you will
need to select the entire column by
clicking on the alpha character at the
top of that column.

A D |E F G | H| J | J | K JLIMINIO] P | =
1 |achsple 53 4 LNAMECascaded FNAMECascaded A 1111711000 11111000 12122000|w F
_2 |achspld A 53 3 LNAMECascadeS FHAMECascadeB A  111112000] 117111001 12922000W F 0 1 Jones
.3 |achspld A | 53 3 LNAMECascadeB FNAMECascadeB A 1111120000 11191001 12122000W F O 1 Math
i |achspl2 A 2] 53 3 LNAMECascaded FHAMECascadeB A  111112000] 11111001 1212000W |F 0 1 No Class Mame
L5 achspl0 A 2| 53 3 LMNAMECascadeD FHAMECascadaB A  111112000| 11111007 12922000 W [F 0 1 Mis Teachar
B |achspld A 20| 53 3 LMNAMECascadel FHAMECascadeC A 111113000] 11111002 12122000W F 0 1 Jones
_¥ |schspld A | 53 3 LNAMECascadeC FNAMECascadeC A 1111130000 11111002 12122000W F O 1 Math
B |achspl? &, 20| 53 3 LMAMECascadeC FHAMECascadet A  111113000] 11111002 12122000 W |F 0 1 No Class Mame
9 achspld A 20| 53 3 LMAMECascadeC FHAMECascadeC A 111113000| 11111002 1212000 W [F 0 1 Mrs Teachar
10 |achspdd A | 53 3 LNAMECascadeE FNAMECascadeE A 1111150000 11111004 12122000'W F 0 1 Math
1 |achspla A 20| 53 3 LNAMECascadeE FHMAMECascadeE A  111115000| 11111004 1212000 W |F 0 1 No Class Mame
13 |achspls A, 2] 55 3 LMAMECascade” FHAMECascadeF & 1111160000 11111005 12122000 F 0 1 Math
13 |achsplE A 20| 53 3 LNAMECascadeF FHAMECascadeF A 111118000 11111005 12122000 W |F 0 1 No Class Mame
14 |achspl3 A 20| 53 3 LNAMECascade FMAMECascadeG A 1111170000 11111006 12122000 W F | O 1
15 [achsp03 A, ) 53 6 LNAMECascades FHAMECascaded A 1111320000 11193000 1292000/w F 0O 1 No Class Mame
16
A7
1A




Changing your file format
without saving as a txt
(continued)

- You will then click on Format/Number
and select custom.

* In the box that shows general, type
in the required length for that
column. Example 00000 for System
Code.

;‘@‘




Changing your file format
without saving as a txt
(continued

A |B D |E G H] 1 | J | kK |L|m|N]O P 1

1 [schsplo A G304 111000 127122000 W F
L2 |achspld & M 55 3 0N 12922000 F O 1 Jones
|3 |achsplS & Ay 53 3 001 12922000 W F O 1 hath
L@ achspa s [ 30| 53 3| Muwber | Adgwerk | Font | Border | Pattems | Protection 1100112122000 W F O 1 Mo Class Name
L5 |achsp3 A, 2| 53 3 Setegory: sampie MO 121022000 F O 1 brs Teacher
B |achspl@ & Al 53 3 Eﬂﬁd Qo020 Noo221z22000W F 0 1 Jones
_f |achsplo A& A 53 3 C:r-mw Type: NMO02M12122000W F | 0 1 Math
LB [achsp( A Al 53 3 Accounting |: M00212122000w F 0 1 No Class Mame
19 (achspl A Al 53 = Daka 11002 12122000 W F 0O 1 Mrs Teacher
A0achspe A | 20) 53 3 |we e A 11004 12122000 W F D 1 Math
Oifachspm a | 20| 53 30 |Frection .00 11004 12122000 W F 0 1 Na Class Mame
12 [awchsp(ts A 20| 53 3 | soentfic #.#480 OS5 12922000 Wy (F - O 1 Math
13 |achspls A 2| 53 3 de :-:"”3'-'3'.3## 11005 12122000 W F O 1 No Class Mame
T | 2 5 o — e pmmmmewe o

achs o Class Mame
16
17
T Tirpes b rrumbee Format code, using ane of bhe existing codes &= 8 starting
B poirit,
Jg
i1
Bl
% Lok J[ coce |
2]
26
5|
il
28 e

+ ¢ M Updatedstudentdatafile0? 00049 ¢ sheetz / Shest3 < |




Changing your file format
without saving as a txt
(continued)

» Once you click ok you will see your
leading zero's back in your column.

- Process to do this for all other
required columns

A _B%DE F G [H] 1 | 4 | K |LiM|Nlo]| P | =
achspld & OO0 53 4 LNAMECascades FHAMECascadad A&  111111000] 11111000 12122000 W |F
achspld A OO 55 3 LNAMECascaceS FHAMECascadeB A  111112000] 117111007 12922000 F 0 1 Jones
schapld A JOOO0] 53 3 LNAMECazcadeB FHAMECascedeB A 111112000 11111001 12122000 W F O 1 Math
achspl® A OO0 53 3 LNAMECascaded FMAMECascade8 A 111112000 117111001 12122000 W F 0O 1 Mo Class Name
achspl2 A, OOO0] 55 3 LMAMECascadeS FHAMECascade8 & 111112000 11101007 121220000 F O 1 Mrs Teacher
achspld A 53 3 LMAMECascadeC FMAMECascadeC A 111113000 11111002 12122000°W F 0O 1 Jones
schspl® A JOOO20] 53 3 LNAMECascadel FHAMECascadal A  111113000) 11111002 12122000 W F 0O 1 Math
achspld A 2| 53 3 LMAMECascadeC FHAMECascadal A& 111113000 11111002 12922000 [F - 0 1 Mo Class Mame
achspld A 53 3 LNAMECascadeC FHAMECascadeC A 111113000] 11111002 1212000 W [F 0 1 Mrs Teachar
achspld A J0O020] S3 3 LNAMECaszcadeE FHAMECascadeE A 111115000) 11111004 12122000 W F 0 1 Math
achspld A Al 53 3 LNAMECascadeE FMAMECascadeE A 111115000 117111004 12122000 W F 0O 1 Mo Class Name
achsplS A JOO0) 55 3 LMAMECascadef FMAMECascadeF A 1111160000 11111005 12122000 (F O 1 Maih
achspld A 53 3 LMNAMECascader FHMAMECascadeF A 1111180000 11111005 12122000W F 0 1 Mo Class Mame
achspl® A 00020 53 3 LNAMECascades FHAMECascadaG A 111117000 11111006 12922000W F - 0O 1
achspld A 2l 53 B LMNAMECascaded FHAMECascadad A 111132000| 11113000 12122000 |F 0 1 No Class Mame




Uploading your student
data

* You are now ready to reload your
student data with the changes you
have made

* You will need to log into Pearson
Access and select the Student Data
tab from the home page.
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Uploading your student
data (continued)

W PEMSalutions Secure
Fle: Eciit Wiey Favorites Tooks Haslp

Ok - D - (=] [B € Oseach Slpree-: @ -5 = - | El

Student Data Dverview - Microsofl Internet Explorer

(=13
ar

accress ] hitps: jcst. pe (T o i moer (trdhome”_rfpb= st _nsgel e ki v _page L =a ﬂi v
o r t o[- =l v i = Wl - g Maps < v S Speces - 0 [Esnage B v
Terwercew Home = PEMSOAACIS Sacure -

our Accoynd | Ao b nent | Supoort | Loaoul

Tes1 St Toesd Pelommian e in el 1l Tesl Resills

art Dasa Fils i=slon  Student Data Indormation

“B Home » Shockerit Crals Drrmrvessw

Help o
Student Data Owverview
Student Data File ¥ Betwn ko Hone
Submission
Shudant dats mefers 1o stedent ""','r""l. ] Svadent Data File Submission
dernagraphic dats snd ofer beat L, = Send studsnt fies fo Se sysbem
relaled information aboul ndsdual = Check jor problems with senl fSles

sludents. Shsdent data mast be
uplosded or eniered into e
systam bedore studsns can be
registered for & 1est or recsive &
pre-il studand kabel

Student Data Information
= Filler & Sor sudants

& ieer bobsl studert counts
= Changes sudent ciabs
You caEn send shudent data fiss
fromm yoaur shucant infanmiaian
systam o the PEMSoiutions
database al any Sme during a iest
adrmEnisiralion

S W Irtemer




Uploading your student

data (continued)

+ Select Student Data File Submission

* You will now browse your file in the
select file to upload area:

Tennezzes Homs = PEMStions Secirs

Your Account | Adrminigts Mzn ant | Suppod | Logout

Hoane Siuderd Daia Test Setup Test Manageinam Test Resuls

Overdew  Student Data Fle Submission  Student Data infarmaton

Currerit organization: BENTION COUMNTY ctangs seganization

Home = Shudent Dats = Student Dats File Submission

Help << . A
. Student Data File Submission
Student Data File 1 Bshurtib Fotin { Bola
Submission Salact file to upload
Student data are used for Matific ativave
crgaling pre-10 student labels File Hame ] Enatts Emeil Motitications
for paper basting and registenng | Brovesn. |
studends for onling lesting Tk status megssge wil sulometically be sant b Be e
uploading the fle as vwell as the follonwing addtional emal
File processing many require up bo 24 hours mckresses

Student Data Fila Submizzion
sl you 1o uplaas your [ sema sutent e
shudent data fles inta

FEMIEOIUtions

Submit a Student

Data File Upload Status
Wit [k staluz of fies submibed for your Drganization
To gubmit a fila, click Browss o - " T OUr ong

N tilbers have been appled
acaba the file anyaur compller,
salact the file, and then chck
Sefl Stident File.

Results: 1-5 of ¥

Your Sent Files ] HMessages




Uploading your student

data (continued)

* Locate your updated csv file and
select open at attach your file to
Pearson Access

I3 Shudenl Fies =1 - ¥ Tast Rosulls |

Lindatedstcdentdatafibe0z . 09,09 cev Currertt crganization; BENTON DOUNTY ctangs seganization

Netifications
(=] Enstée Emat Motscations

A, Tike: Etatus messaoe wil sulometically ba sent o the Laer
uploncng the 1ie Bs wel &z e folowing addtional emal




Uploading your student

data (continued)

* Once your file is attached to Pearson
Access you are ready to send your
student file

Student Data File Sulsvismion - Microsof Interse! [aplores

D PEMSalutism Secure

Fle  Edr

Qo - O - |x] | g 3
A eps O O O DT B T £ AT I ™t LD, a0 _ et oat n_servistudenitdata_page

= oot B v

Wiew  Favorles

Took el

= Favonles 6—‘ g = W -

Seatcl -

- = N W - Mas - B Spaes -

Lerrrsnes e = PEMS haony Sanae

oyt Mg pourd | Admensirabes lanagemand | Sueeod | Logous

Slusder Date T u MLBLY @ r us Vst Pagall v

Tost Setigs

Sudend Cyla i

T T A En

Cusrrert organsatior: BENTON COUNTY shoaspe snganigaioan

Eleme = Shacient Dals = Shustent Dals Fie Sutenissor

Help = = "

. Student Data File Submission
Student Data File T e Lo Shuctery Ok
Submission

Btuden! dala are used for

aSedenta far anlne WeEting

Ergdling pré- 10 Sheden! tabeis
for pager waling and ageatssing

Selact fite ta upload

CGhsderd i LUpot s Setce] onbe M2 00 07 ey

Wi atens
= prgnie B Soptcabors

A AL Pk S el R Bty e R0 I e
oy e the 1 vesll 01 e folovwrs eddbored smal

Data File

Tio mubienil @ file, ciick Browes 1o
Ipe Ble the flle on vaur compuler
sedec the file, and hen click
Setul Srideon Fie

L 8% & hodirs aSdwians
Ardenl Daly File Subemis san
FETWE YOU B UPHDAD your
stodent dats fes o = P ————
PENSoutonn
Submit a Student
Mok SEatus

Vi B shabus of Sies subnetied o youl Grgereahien

Fa0 fler = Prave Do aopiesd

Wimar Serd Files
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Easyly: -5 of 7
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Uploading your student
data (continued)

+ After sending your file, you will receive an
email confirmation that your file has been
submitted and is processing.

* You will also receive a follow up email with
the status of your file. Your status could
be No Problems, Problems or Rejected.
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Uploading your student
data (continued)

TIear TTzer,

Ztatus of wour fle upload 15 shown belows:

Ztatus: Processing
File IMame: PIOTEZSTw2 caw
Sent Date: OZ/06/200% 01:56 PIA

Thiz information has been sent to wou as a result of a status
change for wwour Hle upload.

Thiz email has been sent by an automated mailer. Please
deo not reply to this tmessage.




Uploading your student

data (continued)
+ Sample of email no problems:

Trear Tser,

Ztatus of wour fle upload 15 shown belows

Ztatus: Mo Problems

File IMame: PIOTEZTwE csw

Zent Date: Q2082002 0158 PIWV
Clommpletion Date: O2Z2/06/200% 02:52 P

_lhicl: on the inlr below for status detadls

httip s At 2 . pearsonaccess. com <A Sfpearsonaccessfapioman
nfipb=—trie & windowl abel—=paz bn loadZtadents S vl T

This infortmation has been sent to you as a result of a statas
change for wour file upload.

This etnaill has been sent by an autornated mailler. Flease



File Status

» If your file has status you can click
on the message area to see what the
problems might be

Ma fitters have been applied

Results: 1-5 of 8

¥ Sent By ¥ Sent Date w ¥ Status Messages

Updatedstudentdatafile0z.02.09.c5v | nortwe 0z2/09/2009 04346 AM | Processing...

bentoncoextractreload.csy BentonCo 0z2/02/2009 11:01 AM  Complete v 2 records (6% of the file)
problerms data problems,

BentonCoSampleR SIS, osy nortwe 01/19/2009 03:03 PM | Complete

BentonCoSampleRSDLZ csy nortwe 01/19/2009 02:50 PM | Complete All 35 records were
successfully processed

BentonCoSampleR SO csy nortwe 0151942009 02:34 PM | Complete with 17 records (49% of the file)

problerms had data problems,




File Status
(continued)

When you click on the message you
will come to View File Details that
will give you what the problem might
be, example of duplicate student

iew File Details

Baalfond RSDE-loa W TG fie
 d
Zanl By =tine Alens
o Daba 08 14T
Status Data Problems i
L=t ] 0 fe 3% Jssa ot LE] vl iedvte of o Tile doas ol matcly
her & prdcifiad MHe w1 Tl
| |




Ready for your student
uploads?

* You should now be ready to start
sending those student data files to
update your students.
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Things to remember

+ Student updates will be accepted in
Pearson Access up until March 20,

* You can still update students
manually in Pearson Access up until
March 20th

* You can still write and grid on the
student's answer document
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Support, who to contact

» TCAPACH® Support.pearson.com

* TN Customer Service Center
- 1-888-817-8658
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